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   Applications accepted from: 

 
Job Classification 
Posting Number 
Department 
Division 
Section 
Reporting Location 
Workdays & Hours 

 

 
ALL PERSONS INTERESTED 
 
Customer Service Representative II (2 Positions) 
PN# 111598 
Department of public works & Engineering 
Traffic & Transportation Division 
Operations Support Branch 
611 Walker* 
M - F, 8 a.m. - 5 p.m.*  
 *Subject to change 

 
 

    
 

 
 

   9 DESCRIPTION OF DUTIES/ESSENTIAL FUNCTIONS 
Provides direct assistance to customers requesting services in the following areas: mobility permits, general traffic 
control, neighborhood traffic control, maintenance of existing traffic control devices.  Researches and reviews 
details related to the issuance of mobility permits, scheduling of field investigations, and prioritization of work 
orders. Utilizes various computer applications to log, analyze, track, and report data related to customer requests for 
service, field investigations, work orders, and permits. Regularly communicates with various groups to disseminate 
information, convey status and report research findings. 
 

10 WORKING CONDITIONS 
A portion of these duties will involve the ability to be detailed, speak and write effectively, and dealing with people 
in tense situations; otherwise, regular office atmosphere with occasional periods of stooping, bending, and lifting up 
20 pounds. 
 

11 MINIMUM EDUCATIONAL REQUIREMENTS   
Requires a High School Diploma or GED Certificate. 
  

12 MINIMUM EXPERIENCE REQUIREMENTS  
Two (2) of administrative or customer service related experience is required. 
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MINIMUM LICENSE REQUIREMENTS 
None 

 
14 

 
PREFERENCES      
Preference will be given to candidates with demonstrated skills with Microsoft Office applications, 3-1-1 CSR, 
Cityworks IMS, or similar service request and/or work order management systems.  Bi-lingual candidates are 
encouraged to apply. 

15 SELECTION/SKILLS TESTS REQUIRED    None 

16 SAFETY IMPACT POSITION        Yes      X   No  
If yes, this position is subject to random drug testing and if a promotional position, candidate must pass an 
assignment drug test. 

17 SALARY INFORMATION  
Factors used in determining the salary offered include the candidate’s qualifications as well as the pay rates of 
other employees in this classification.  The minimum to midpoint of this salary range is: 

 
Salary Range - Pay Grade 15    

$901 - $1,217 Biweekly - $23,426 - $31,642 Annually 
 

18 
 
OPENING DATE June 28, 2006 
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CLOSING DATE July 5, 2006  

20 APPLICATION PROCEDURES 
Original applications only are accepted and must be received by the Human Resources Department during posting opening and 
closing dates shown, between 9:00 a.m. and 4:30 p.m. at 611 Walker St., First Floor Lobby.  TDD phone number 
713.837.9471.  For application status inquiries, please contact (713) 837-7417. All new and rehires must pass a pre-
employment drug test and are subject to a physical examination and verification of information provided.   

 An equal opportunity employer 
 


